
What does “further research What does “further research 
required” mean?required” mean?

�� Request has been sent to DCIRequest has been sent to DCI

�� A name and date of birth is similarA name and date of birth is similar�� A name and date of birth is similarA name and date of birth is similar

�� Social security number is similarSocial security number is similar

�� Important: could result in a “no record”         Important: could result in a “no record”         
responseresponse



DCI process DCI process for SING requestsSING requests

�� Manually process “further research  Manually process “further research  
required” requestsrequired” requests

�� Final results sent to requesting agencyFinal results sent to requesting agency









What is the Memorandum of What is the Memorandum of 
Understanding (MOU) for Understanding (MOU) for 
SING?SING?

�� Agreement between agency and DCIAgreement between agency and DCI

�� Waiver on fileWaiver on file�� Waiver on fileWaiver on file

�� Release all information on fileRelease all information on file
–– Deferred judgmentsDeferred judgments

–– Open arrests over 18 months without a dispositionOpen arrests over 18 months without a disposition



What is the fee for a SING What is the fee for a SING 
check?check?

�� Fee is $ 12.00 for two surnames Fee is $ 12.00 for two surnames (July 1, (July 1, 

2010, $15.00)2010, $15.00)

Must have a business account with Must have a business account with �� Must have a business account with Must have a business account with 
DCI to access SINGDCI to access SING

�� If the data base is unavailable there is If the data base is unavailable there is 
no chargeno charge



How do I get set up to do How do I get set up to do 
National checks? National checks? 

�� Download forms from the DHS websiteDownload forms from the DHS website

–– The Qualified Entity (QE) Application; form DCIThe Qualified Entity (QE) Application; form DCI--47 47 

–– User’s Agreement; form DCIUser’s Agreement; form DCI--44 44 
(security and dissemination)(security and dissemination)

�� Mail the completed QE application and Mail the completed QE application and 
signed User’s Agreement to DCI; address signed User’s Agreement to DCI; address 
provided on formsprovided on forms



What’s next?What’s next?

�� DCI will assign your agency an OCA.DCI will assign your agency an OCA.

�� DCI will mail instructions for submitting DCI will mail instructions for submitting 
national checksnational checksnational checksnational checks

�� Waiver Agreement for the applicantsWaiver Agreement for the applicants

�� A billing form to submit with the A billing form to submit with the 
fingerprint cardsfingerprint cards

�� A supply of fingerprint cards with an A supply of fingerprint cards with an 
example fingerprint card for reference.example fingerprint card for reference.



What is an OCA?What is an OCA?

�� The OCA is a unique identifier (generally The OCA is a unique identifier (generally 
alphanumeric) assigned by the DCI to each QE. alphanumeric) assigned by the DCI to each QE. 
The OCA helps the DCI identify each individual The OCA helps the DCI identify each individual 
agency when the FBI responses are returned. agency when the FBI responses are returned. agency when the FBI responses are returned. agency when the FBI responses are returned. 
The DCI mails the responses to the QE based The DCI mails the responses to the QE based 
on the OCA.on the OCA.



What is the Reason What is the Reason 
Fingerprinted?Fingerprinted?

�� The “reason fingerprinted” is the The “reason fingerprinted” is the 
purpose for which we are submitting a purpose for which we are submitting a 
nonnon--criminal justice applicant criminal justice applicant nonnon--criminal justice applicant criminal justice applicant 
fingerprint card to the FBI. In this fingerprint card to the FBI. In this 
case, the program we are submitting case, the program we are submitting 
under is the National Child Protection under is the National Child Protection 
Act/Volunteers for Children Act, Act/Volunteers for Children Act, 
(NCPA/VCA).(NCPA/VCA).



Reason Fingerprinted, Reason Fingerprinted, 
cont’dcont’d

In addition to NCPA/VCA as the “reason In addition to NCPA/VCA as the “reason 
fingerprinted”, the fingerprint card must also fingerprinted”, the fingerprint card must also 
indicate if the request is for an employee or indicate if the request is for an employee or 
volunteer. The fees differ. To insure proper volunteer. The fees differ. To insure proper volunteer. The fees differ. To insure proper volunteer. The fees differ. To insure proper 
billing to your DCI business account employee billing to your DCI business account employee 
or volunteer or volunteer must be includedmust be included on every on every 
fingerprint card and completed on the billing fingerprint card and completed on the billing 
form. If it is not included it will delay the form. If it is not included it will delay the 
process for your national record check.  process for your national record check.  





What are the fees for the What are the fees for the 
FBI (national) check?FBI (national) check?

�� Employee: $30.25Employee: $30.25

�� Volunteer: $15.25Volunteer: $15.25�� Volunteer: $15.25Volunteer: $15.25



National Process/ResultsNational Process/Results

�� DCI converts the fingerprint cards to DCI converts the fingerprint cards to 
an electronic format and transmits the an electronic format and transmits the 
them to the FBIthem to the FBI

�� FBI processes fingerprint cardFBI processes fingerprint card

�� Results are sent back to DCI and Results are sent back to DCI and 
compiled into a report every Mondaycompiled into a report every Monday

�� Results are printed and sorted by OCAResults are printed and sorted by OCA

�� Results are mailed to agencyResults are mailed to agency











Can I pass the fees for the record checks Can I pass the fees for the record checks 
on to the applicant?on to the applicant?

Code of Iowa, Chapter 692.2.6 states “the fee forCode of Iowa, Chapter 692.2.6 states “the fee for

conducting a criminal history data check for a personconducting a criminal history data check for a person

seeking release of a certified copy of the person’s ownseeking release of a certified copy of the person’s own

criminal history data to a potential employer, if that criminal history data to a potential employer, if that criminal history data to a potential employer, if that criminal history data to a potential employer, if that 

employer requests the release in writing, shall not beemployer requests the release in writing, shall not be

paid by the person but shall be paid by the employer”.paid by the person but shall be paid by the employer”.

The NCPA/VCA does not define who must pay for theThe NCPA/VCA does not define who must pay for the

national check.national check.



If the applicant pays for the record If the applicant pays for the record 
checks, do they essentially “own” the checks, do they essentially “own” the 
record to disseminate to other centers?record to disseminate to other centers?

No. Again, 692.2.6 says the employer is to pay for the record check. No. Again, 692.2.6 says the employer is to pay for the record check. 

The NCPA/VCA does not define who must pay for the nationalThe NCPA/VCA does not define who must pay for the national

criminal history record check. However, in order to receivecriminal history record check. However, in order to receive

national criminal history record information under the NCPA/VCAnational criminal history record information under the NCPA/VCAnational criminal history record information under the NCPA/VCAnational criminal history record information under the NCPA/VCA

you must be an approved qualified entity (QE), which is defined as ayou must be an approved qualified entity (QE), which is defined as a

business or organization. An individual is not a QE. The QE is thebusiness or organization. An individual is not a QE. The QE is the

submitting and receiving agency for the national checks as allowed bysubmitting and receiving agency for the national checks as allowed by

law. Therefore, the QE is the owner of the record regardless of wholaw. Therefore, the QE is the owner of the record regardless of who

pays for it. The User Agreement also defines the proper use and securitypays for it. The User Agreement also defines the proper use and security

of national criminal history record information and must be signed andof national criminal history record information and must be signed and

submitted to the DCI by the QE before any national checks aresubmitted to the DCI by the QE before any national checks are

Requested. Certain security measures must be taken when handlingRequested. Certain security measures must be taken when handling

national criminal history record information to comply with futurenational criminal history record information to comply with future

DCI/FBI audits. DCI/FBI audits. 



SUMMARYSUMMARY
To get started with national checksTo get started with national checks

The following forms can be obtained through the DHSThe following forms can be obtained through the DHS

website at website at www.dhs.state.ia.uswww.dhs.state.ia.us

�� DCIDCI-- 47 47 –– Qualified Entity formQualified Entity form

–– Complete and submit to DCIComplete and submit to DCI–– Complete and submit to DCIComplete and submit to DCI

�� DCIDCI-- 44 44 –– Iowa User AgreementIowa User Agreement

–– Read and sign last page and submit to DCIRead and sign last page and submit to DCI

After forms DCIAfter forms DCI--47 and 44 are received, DCI will47 and 44 are received, DCI will

mail instructions, a Waiver Agreement, a billing form andmail instructions, a Waiver Agreement, a billing form and

fingerprint cards to the Qualified Entity/Centerfingerprint cards to the Qualified Entity/Center..



Questions ????Questions ????

�� DCI Contact information:DCI Contact information:

Angell BoydAngell BoydAngell BoydAngell Boyd

515515--725725--6065 or 6065 or boyd@dps.state.ia.usboyd@dps.state.ia.us

Out of the officeOut of the office-- 4/27 thru 5/7. 4/27 thru 5/7. 


